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Provider Electronic Solutions

Provider Electronic Solutions (PES) is proprieti&figrosoft Windows-based software that
enables providers to submit claims electronicatgeive claim status, and verify member
eligibility in a batch mode. PES has an easy-toamme help tool that can be activated at the
individual field level or from a list of topics. Baures, such as reference lists, archiving, and
searches save valuable time by providing accessntononly used data. This eliminates re-entry
of certain data. With built-in data validation agditing, providers prevent common data entry
errors. Providers can also retrieve, resubmit,@mt claims stored locally. The results are
improved percentages of claims paid on the firbthaasion.

PES is:
e Free
* Easy
.+ Fast
* Proactive

System Requirements (minimum):

e Pentium Il with CD-ROM

* Windows 98/2000/XP

* MS Internet Explorer 5.5 or greater

* 64Mb RAM

* 800 x 600 resolution

e 100Mb hard drive space available

e 28.8 kbps modem (or faster)

* Printer with 8 pt MS Sans Serif font (optional)

PES may be installed on a hard disk or a netwadreand may be installed on as many PCs as
necessary. PES can also be installed for use bypteutomputers in a network environment.
Contact the network administrator to set up a shdetabase location for network installations.

The use of PES requires an EDI Application to hagleted. This can be downloaded from the
secured side of the KMAP Web sitetgips://www.kmap-state-ks.udHighlight EDI from the
menu bar then select EDI Application. Once compléite form can be faxed or mailed.

If you require assistance locating and/or downlogd®ES, contact the EDI help desk at
EDl.kmap@eds.coror 1-800-933-6593, option 3#.
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Website Installation

The following is instructions on how to performiesf time install from the Provider Secure Site.

Go tohttps://lwww.kmap-state-ks.@nd clickProvider.
On the Provider home page, click the MMIS Logok lat the bottom of the pagdote: If you
have never logged on or have forgotten your passveontact the KMAP Customer Service Center
to obtain your user name and password. You candhtar this information in the already a
Member section and clidkog On. This information is case sensitive and must lhered exactly as
it was created.
Note: The system will prompt you to change your passvemety 30 days for security purposes.
Your account will be locked out if you do not log m 90 days or if you mistype your password
three times. To reactivate your account, the coqexson associated with the user name must call
the KMAP Customer Service Center.
From the blue menu bar at the top of the screenligig EDI and then click on thBownload PES
option.
Click onProvider Electronic Solutions I nstallation.
At the File Download window click o®pen. A win zip file will appear, double clickthefile
name of the application.
The WinZip — Security Warning window will appe&ick run.
When the EDS Provider Electronic Solutions windgpears clickNext.
Read the descriptions and select the appropriptedf/set up then clickiext.
Warning: When selecting &ypical installation, an empty database will be placethen
folder.If thereisalready a Provider Electronic Solutions databasein thefolder, the
existing information will be erased.

10.Choose the program destination folder which shailready be selected and clilsllext.
11.Choose the destination folder for the databasewsthould already be selected and chiskt.
12. After the application has installed cli€knish.

Note: Once you have installed PES for the first time wallinot need to enter through the provider
secure site again. It will be an application onryoamputer that you can access to log into.
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Logging On the First Time

When logging on for the first time, the only uset 8p ispes-admin. The password default is
eds-pes. When installing a workstation, use the User Id Bassword set up by the
administrator.

After entering the User ID and Password, cl@kK. A new password along with a question and
answer must be entered after the initial logon.

Enter a Uszer ID and password to log onto the
EDS Provider Electronic Solutions Application.
Cancel |
DS User ID |pes-admin

Paszword [ZEE

Password Expired

P 4 sSelect "OK" o change your password now,
\-!'/ or select "CANCEL" to discontinue LogOn,

Cancel ‘

Enter all fields to change a user password on
the EDS Provider Electronic Solutions
Application. Berac]
DS User ID |pes-admin
Old Password |-

Mew Pazsword

EREREEEE

Hekey Hew Password | xxxxxxxx

Question |Inwhat city were you bom? ]|

Ang"e[ | xxxxxx

Rekey Answer et

Logon Status

' "_\, User Password SUCCESSFULLY Updated.
L
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Once logged on, enter the initial settings for PES.

Application

\E) Since it is the First time wou have run the application, you need to set up wour personal options.,

Connection Tab

The Connection tab is used to set up the methddwhich information will be submitted. If
connecting to the Internet through a LAN or theagdéifInternet Service Provider (ISP), verify
Use Microsoft Internet Explorer Pre-config Settings is selected.

(= Options PZ|

Ennnectiunl Batch l Payer/Processor l Fletenlionl

[+ Use Microsoft Internet Explorer Pre-config Settings:

Connection Type
" LAN " Modem

[~ Use Proxy Server  Dialup Hetwork | =]

Proxy Information Help

Address | HTTP Port _
HTTPS Pont Print

ik

Environment Ind |F _~ RAS Phone # |1-8662024E02 Install RAS - |

lose
Batch Tab

The Batch tab is used to enter information for sitifmg forms using the Web server. In théeb

Logon ID andWeb Password fields, enter the user information used to logmthe KMAP

MMIS on the Internet. This information is requirediog on to the KMAP Web site to submit

claims.If the password is changed on the Web site, it must be updated hereaswell. The

Entity Type Qualifier needs to be input to corraspavith the type of provider; 1 for a person or

2 for a non-person. The contact information andnghmumber must be entered. The trading
partner ID must

L2 Options E3 aiso be entered
Connection Batch I Payer/Processar l Retention l and that

information is

Web Logon ID |Uzemame Web Password |pazzsword .
obtained from

Entity Type Qualifier |2 - EDI
Last/Org Name |DOE, MD
First Name [I0HN Help

Contact Phone # |7855555555
Trading Partner 1D [5454545454]

Print

e e

Close
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Payer/Processor Tab

The Payer/Processor tab is used to identify whbredkeive the information submitted from PES.
The fields are pre-populated with the informationthe Kansas Medical Assistance Program.
These fields should never be altered.

Z0 ptions [g|

} Retention ]

Comnection | Batch  [Payer/Processor

Mame |Kansas Medical Assistance Program

Payer ID 00005
Identifier Code Qualifier |FI -
Identifier Code [48-5029325

Help

Print

s

Cloze

Retention Tab

The Retention tab is used to specify how PES hanaldous options, such as storage of forms
and password change period. For specific informadioout each field, access the online help by
clicking on the field and then clicking tlelp button.

(= Options g|

Eonnectionl Batch l Payer/Processzor

Archive Days @

Max Batch lTj

Max Vernfy lTj

Max Log IT:‘ Help

Max Submit Reports IT:‘

Password Expiration Days 30— Print

il

Cloze

When all the information has been entered, diék to save. From the Main Menu, select, select
Tools and then Options to access this window irfuhgre.

EEDS Provider Electronic Solutions

File Forms Communication Lisks Reports | Tools  Security  Window
CLH E g, 2 i 3
@ ot en )y D) B o Avchive
Database Recovery #
et Upgrades

Change Password

Opkions...
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Navigating through PES

Navigating through PES is similar to other Windasesnpatible applications. There are a variety
of ways that different utilities can be accessed.

Using Lists

All of the list utilities in PES work the same. Wha list is first opened, a new entry is
created automatically. To save the entry, clickl@ncorrespondin§ave button. Once
saved, clickAdd or Copy to create a new entry. To change a previous eclick on the
item to be changed. The data populates automatialthat entry.

Using the Mouse

Use a mouse the same as in any other software. ev@ouse cursor over a field or option
and click the left mouse button once to positiendhrsor at that location or to select the
option. To double-click on a feature, press ther@fuse button twice very quickly. The
right mouse button allows use of tBat, Copy, Paste, or Select All options the same as the
menu or toolbar options. Right-mouse click on tledfand select the option from the menu.

Menus

PES uses menus to navigate throughout the appicdathe menu options change depending
on which features are being used. When first ogeRIBS, the Main Menu displays. You can
use the menus by clicking on them with the moudasyactivating them with keyboard by
pressing theLT key.

Toolbars

Toolbars are designed to work as shortcuts forueatly used menu items. A toolbar
consists of small pictures or buttons that repreddgferent menu commands. To execute a
command using the toolbar, click the button with thouse. To see a name or brief
description of each button, move the arrow ovetbilgon, but do not click the mouse. The
description appears just below the button.

Command Buttons

Activate command buttons by clicking them with aus® or using the hot key associated
with that button. The hot key is identified by amderlined letter on the button. Press this hot
key along with theLT key to activate the button.
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Using the Keyboard

To navigate using just the keyboard, use the faliguist of keys:

ToDoThis Pressthiskey
Go to the next field AB or ENTER
Go to the previous field Shift +AB
Move backward within a field Left Arrow
Move forward within a field Right Arrow
Scroll up through a list Up Arrow
Scroll down through a list Down Arrow
Open online help when the cursor is on a data dietid/ | F1

Using the Online Help

PES has an extensive set of online documentatiaitaéle. To get information about a field,
click the mouse button over the field and then pFek. For additional information about all
of the features of PES, access the help indexibkirnt) Help Topics in the upper left corner
of the help window.

Customizing PES

PES contains reference lists for information tsatammonly used when entering and
editing forms. For example, common diagnosis cashesprocedure codes may be entered
for use later. All of the lists are available fréine forms entry section as a drop-down list.

Creating Lists
Since this software uses the HIPAA compliant tratiea format, there is certain

information required for each transaction. To dsgis AL T et e
making sure that all required information is inaddand to & Fers s w-f RepastsTocks _Seauty
save time entering information, some of the liststibe _Seaded T % et

entered before using the information in a fornthé e
necessary information has not been completed fwrior R
entering a form, the list entry window can be opkfiem G
the transaction by double-clicking on the corresjion iy
drop-down list. o

Cthst [reuranis Rassnn
Patierd 2Ratus
Place OF Serve

Py Hdlcler

Prrmdure fHIPCS
Rérwirnm

Py Of B

Wi Tods

To add information to a list, select Lists from tain Menu
and then select the appropriate list. Enter thesssry
information and cliciSave. As always, additional
information about each field can be found by cickon the
field and pressing F1 or clicking on the Help bnttdo create additional entries, clidkid
and repeat the process.
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Using Lists

The information entered into the lists is availablelrop-down lists when filling out a form.
When a selection is made from one of the drop-diists, other fields may populate
automatically to match the selection. If a seleti®not available in a drop-down list,
double-click on the list to access the List Entipdow. Once the information is entered,
click Save and close the window. The information will be dahle for future use.
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Lists

Billing Provider List
e Provider ID Code Qualifier — Set to:
0 “1D” KMAP Provider ID
0 “XX”HCFA National Provider Identifier (NPI)
* Provider ID/NPI — Enter the KMAP Provider ID or NPI
o KMAP ID is nine numbers followed by one letter atbuld not contain spaces
0 NPIlis 10 numbers and should not contain spaces

» Entity Type Qualifier — Set to “2” if billing as asrganization. Otherwise, indicate a “1”

» Taxonomy Code — Enter the provider taxonomy code@ated with the provider number. If you
are not sure of your taxonomy please contact Cust@arvice. Your taxonomy much match
what KMAP has on file or your claim will deny

» Last/Organization Name — Enter the organizationenamrecord with KMAP if the Entity Type
Qualifier is “2.” Enter the provider’s last namettie Entity Type Qualifier is “1”

» First Name — Enter the provider’s first name if ttity Type Qualifier is “1”

* SSN/Employer ID — Enter the provider’'s FEIN (TaX ibthe Entity Type Qualifier is “2” or the
SSN of the provider. The FEIN should have a hypdethe third character (XX-XXXXXXX). If
this information is not available, the field cangampulated with nines

* SSN/Employer ID Qualifier — Set to “24” if the nuetisted in the SSN/Employer ID field is
the FEIN. Otherwise, leave the field as “34”

* Line 1 — Enter the service address for the facility

* Line 2 — Enter any additional address informaticapiplicable

» City — Enter the city of the provider location

» State — Enter the two-letter state code for theigdey (for example, KS)

* Zip — Enter the ZIP code of the provider office eTour-digit extension is not required

« Remember to click Save to the right of the scr@enenter another provider, click Save then
Add

E EDS Provider Electronic Solutions

File Edit wiew Forms Lisks Tools  Window  Help

o G A X & % @
(=2 Billing Provider [
Provider 1D Code Qualifier |§Iﬁ v| Provider ID/HPI | |
Entity Type Qualifier | - | Taxonomy Code |
Last/Org Hame | First Name |
SSH/Employer ID SSHYEmployer ID Quahher |34 -
Prowider Address
Line 1 | Line 2 | -
City | State zip| - LI

Praveider [0 T axonomy

Blank record added... [7-4-07 172336 |
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Beneficiary List

Beneficiary ID — Enter the beneficiary’s 11-digiMAP member ID

ID Qualifier — Leave set to “MI”

Account # — Enter the beneficiary’s internal acdawmmber. If the beneficiary is not assigned an
account number, enter a “0”

SSN — Enter the beneficiary’s Social Security nunthet a required field)

Last Name — Enter the last name of the benefi@aany appears on the KMAP member ID card
First Name — Enter the first name of the benefices it appears on the KMAP member ID card
MI — Enter the middle initial of the beneficiaryafailable. Otherwise, leave blank

DOB — Enter the date of birth of the beneficiarytagppears on the KMAP member ID card
Gender — Select the gender of the beneficiary

Line 1 — Enter the mailing address of the bendfjcia

Line 2 — Enter any additional address informaticapiplicable

City — Enter the city of the beneficiary’s address

State — Enter the two-letter state code for theebeiary (for example, KS)

Zip — Enter the ZIP code of the beneficiary. Therfdigit extension is not required

Remember to click Save to the right of the scrdenenter another beneficiary, click Save then
Add

Eﬂeneﬁciarr |
Beneficiary IDI ID Qualifier IMI vI Add
Account ﬂ| S5H I - - Delete
Last Namel First Hamel M I_
DOB |00/00/0000 Gender I vl Undo All
Subscrnber Address Save
Line 1 | Line 2| Find
City | Statel Zip I . -
Print___
Beneficiary 1D Last Mame Firgt Mame
09376543210 DOE-SMITH JAME
12345673300 DOE JOHM
12345698700 DOE JAME

Not KHPA Approved 11

July 2009




Entering Forms

To enter a form, clicleor ms from the Main Menu and then select the type afnféo submit.
Forms may also be selected by clicking on the spording icon in the toolbar.

Many of the fields in forms have drop-down list@#able to select commonly used information.
Selecting from some drop-down lists may cause dibkis to populate automatically. If an item
in a list needs to be added or changed, doubl&-glicthe list to access the list editor.

The information on each form is separated into @\abs. Be sure to enter the necessary
information from each tab. For a description of iMh&rmation goes into a field, press F1 to get
additional information about that field. When finex, clickSave.

Some information is required to comply with HIPAraisdards. If required information is
missing when attempting to save the form, anothedew appears and lists the missing
information. Choose to save the incomplete format(st |) or go back to the fields listed and
enter the missing information. When finished, cl8sve again. Once the form is saved
successfully, it appears in the list at the bottdrthe window with a status of R (Ready).

@ " s e D O Bl R R I

EEDS Provider Electronic Solutions
File | Forms ©Communication  Lists  Reports  Tools  Securiky

|

@ 270 Eligibility Inguiry Request
276 Claim Status Inguiry Request
Z78 Prior Autharization Regquest
g27 Demtal Claim

837 Inskitubional Inpatient Claim
G337 Inskitutional Mursing Home Claim
837 Inskitutional Qutpatient Claim

37 Professional Clairm
MZPDP Pharmacy Claim
MCPDP Pharmacy Claim Reversal

MZPDP Pharmacy Eligibility Inguiry

MZPDP Pharmacy Prior Authorizakion Inguiry

MCPDP Pharmacy Prior Authorizakion Request

Choose the appropriate form from the drop-down menu
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837 Professional Claim

Header 1

Claim Frequency — Leave as “1” unless filing aruatipent or a void of an existing claim
Original Claim # — Enter the ICN of the claim theds originally filed if filing an adjustment or
void, or if you are filing the claim beyond 12 mbstfrom the date of service

Provider ID/NPI — Select the billing provider fraime drop-down list. The rest of the
information will populate when you presss. If your provider number is not listed, doubleckli
on the drop-down list to access the Billing Providist editor

Beneficiary ID — Select the person that this clarfor from the drop-down list. The rest of the
information will populate when you pressB. If the person does not appear in the list, double
click on the drop-down list to access the Benefficlast editor

Medical Record # — Enter the patient’'s medical recaumber if applicable

Release of Medical Data — Leave as “Y” unless #eficiary listed has not approved release of
his or her protected health information to KMAPh@&twise, select the applicable item
Benefits Assignment — Leave as “Y” unless the beraad has not approved that the payment
for the services will be assigned to your providecount. Otherwise, select option “N”

Patient Signature — Select the item that applieecd“B” if you have a signature authorization
form on file (equivalent to “Signature on File”)

Report Transmission Code — Leave blank

Report Type Code — Leave blank

Attachment Ctl — Leave blank
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(=% EDS Provider Electronic Solutions

File Edit Yiew Forms Tools Window Help

DBXvHT 8 tha she® B B

¥ 837 Professional Claim EE|E]
Total Charge I 01 Amount BN Billed Amount N Services

Header 1 ]Header 2 ] Header 3 ] Header 4 ] Service 1 ] Service 2 l

Claim Frequency ] vi Original Claim # | Add

Provider ID/HPI ] Tazonomy Eude] Copy
Last/Org Name | First Name |

Delete

Beneficiary 1D ] Account #] Undo All
Last Mame | First Name | Ml ]—

Save

Medical Record # | Release of Medical Data ]“r" -
Benefitz Azzignment !“r’ "1 Patient Signature v]
Report Transmiszion Code v] Heport Type Code vi.ﬁ.ttachment CH

Beneficiamy 1D Lazt Mame Firzt M ame Billed Amount | Last Subrit D m

Edit Al

Ready 5-22.0914:00:16 |
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Header 2

» Diagnosis Codes — Enter any applicable diagnosisxde sure to omit any decimals included
in the diagnosis codes.

» Referring Provider — Leave blank. This informatiemot required for LEAs.

* Encounter Ind — Leave as “CH”. This informatiomu® required for LEAS.

» Contract Type — Leave blank. This information is$ remuired for LEAS.

e Similar lliness Date — Leave blank. This informatie not required for LEAS.

* Onset of Current lliness Date — Leave blank. Tiliermation is not required for LEAs.

» Prior Authorization — Leave blank. This informati@mnot required for LEAs..

* Place of Service — Select the POS code that applitge services being billed. The POS must be
entered either here or on the Service 1 tab.

 Comment CD/Comment — Leave blank. This informatsonot required for LEAs.

E EDS Provider. Electronic Solutions

File Edit Wiew Forms Tools ‘Window Help

DBEXoHd2 & bR a#dz® B I

¥ 837 Professional Claim
Total Charge 01 Amount [T Billed Amount [T Services

Header 1  Header 2 ]Header 2 l Header 4 | Service 1 ] Service 2 ]

Beneficiany 1D Lazt Mame First Mame Billed &mount | Last Submit Dt | Status | Find...
Print

Close

~ Diagnosis Codes Add
1 /78099 2 "i 3 | 4 |
5] 6 7| g | Lopy
— Beferring Provider 1 Delete
Provider ID/NFI ] T azxonomy EudeJ
i Undo All
Last/Org Hame | First Mame |
Save
Encounter Ind [CH = Contract T_I,Ipei -
Similar Hiness Date [00/00/0000 Onzet of Current liness Date ]DD.-"DD.-"DDDD Edit All
Prior Authorization Place Of Service Comment Cd "’|
Comment |

New Fecord added... [7-4-07 215613 |
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Headers 3 and 4 — May be skipped by LEA Providers

Header 3

* Accident — Leave blank. This information is notueqd for LEASs.

* Ambulance — Leave blank. This information is najuieed for LEAS.

* Admission/Discharge date — Leave blank. This infation is not required for LEAS.
* Other Insurance Indicator — Leave blank. This infation is not required for LEAs.
» Crossover Indicator — Leave blank. This informat®not required for LEAS.

E EDS Provider. Electronic Solutions

File Edit Wiew Forms Tools ‘Window Help

DBEXoHd2 & bR a#dz® B I

¥ 837 Professional Claim
Total Charge 01 Amount [T Billed Amount [N Services

Header 1 ] Header 2 Header 3 lHeader 4 | Service 1 ] Service 2 ]
Accident Ad

Related Causes: 1 30 ~| 2] =] 3] Ed Date [00/00/0000
State Country

=T

Copy

! Delete
[ Ambulance

Transport Code l | Tranzport Reason Eude1 v] Tranzport Diztance n Undo All
Patient Weight i Condition Codes: 1 | | 2l =l 3] =] Save

Ehik

R dTrip P 4 - 5 -
oundTrip Purpose | EA | _j Edit Al
Admizsion Date 1EIEI.-’EIEI£EIEIEIEI Dizcharge Date 1EIEI£EIEI£EIEIEIEI
Other Insurance Indicator 1N "1 Crozzover Indicator | M -

Find...

Benefician D Last Mame Firgt Mame Billed Amount | Last Submit Dk

Print

.

Close

New Fecord added... |7-4-07 21:51:59 |
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Header 4 (used only by physicians)
Service Facility — Leave blank. This informatiomist required for LEAs.

E EDS Provider. Electronic Solutions

File Edit Wiew Forms Tools ‘Window Help

DBXoEd2 8 tE eahe® B I

¥ 837 Professional Claim
Total Charge 01 Amount [T Billed Amount [N Services

Header 1 ] Header 2 l Header 3 Header 4 ]Service 1 ] Service 2 ]

Add
i Service Facility 1
; Copy
Provider ID/NP1 S0 v] Taxonomy Code |
Last/Org Name | Delete

Undo All

Save

Edit All

Find...

Benefician D Last Mame Firgt Mame Billed Amount | Last Submit Dk

Print

Close

e

New Fecord added... [7-4-07 215228 |
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Servicel

* From/To DOS - Enter the dates the service was redde

* Emergency Ind — Leave blank. This information i$ megjuired for LEAS.

* Place of Service — Enter applicable POS code iPllaee of Service field

* Procedure Code — Enter the applicable procedure favdhis service

» EPSDT - Leave N if this is not a service relateERSDT

* Modifiers — Enter any applicable modifier

» Diag Ptr — Enter a number (1 — 8) to indicate whd@gnosis entered on Header 2 applies to this
service (“1” indicates the primary diagnosis)

* CLIA Number — Leave blank. This information is metuired for LEAs.

* Basis of Measurement — Leave as “UN.”

* Units — Enter the number of units billed for thés\sce

* Billed Amount — Enter the total amount chargedtfos service. Do not deduct the patient
obligation, co-pay, or other insurance payments

* Family Planning Ind — Leave blank. This informatiemot required for LEAs.

* Adding two or more details. Use the buttons onléifteof the screen.

* Add Srv — use this if you need to add new datek wihew procedure code. Once you click add
service follow the instruction listed above for fredds.

» Copy Srv — If you want the second detail to makehfirst detail use this button and make
changes where needed.

» Delete Srv — If you have a detail that needs toelb@oved, highlight that detail line to the right of
the three buttons. Then click Delete Srv.

E EDS Provider Electronic Solutions

File Edit ‘iew Forms Tools Window  Help

DEBRXvoEe & e thae® B L

¥ 837 Professional Claim
Total Charge 01 Amount N Billed Amount
Header 1 l Header 2 l Header 3 l Header 4 Seryice 1 IService 2 I

AEEREE Services

Diagnosis Codes: 1 [N 2 DN 3 N + aaw Add
From DOS |[07/01/2007 To DOS [07/31/2007 Emergency Ind | Place Of Service |12 Copy |
Procedure 55101 EPSDT|H = |Modifiers: 1| 2| 3| 4| Bl

Diag Ptr [1 CLIA Numher.| Basziz of Measurement LN =
feiits 100 Billed Amount 500,00 Eoamily:Planting Iod [ =] || | 20ue

Save

Add Srv S
Copy Srv

Delete Srv I

Edit Al

Find...

Benefician 1D Lazt Name First Mame Billed Armount | Lazt Submit Dt

Print

Cloze

e RN

Mew Record added... 1.7"-3;4]? 215341 |
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Service 2
Ambulance — Leave blank. This information is najuieed for LEAS.

Rendering Provider — Select the rendering providen the drop-down list if different than the
billing provider listed on Header 1. If you arelipiy for multiple school districts and the specific
USD Kansas Medicaid provider number is not listimble-click on the drop-down list to
access the Billing Provider List editor. Then erbey USD provider information and add the

USD provider to the list.
RX Ind - Leave as “N”. This information is not recpd for LEAS.

E EDS Provider. Electronic Solutions
File Edit Wiew Forms Tools ‘Window Help

DBEXoHd2 & bR a#dz® B I

¥ B37 Professional Claim

Total Charge 01 Amount [T Billed Amount [T Services
Header 1 ] Header 2 l Header 3 l Header 4 | Service 1 Service 2 l

— Ambulance

Transport Code ]“ v] Tranzport Reason Code v] Transport Distance 0
Patient Weight 1] Condition Codes: 1| Ea 2| ] 3] Rd

RoundTrip Purpose | 4 =] & =]
Hendering Provider
Provider ID/HPI 1 Taxonomy Code | R¥ Ind m
| Last/Org Mame | First Hame |

From DOS

ToDOS POS | Procedure

0743142007 12 5101

100 500.00

Benefician D Last Mame Firgt Mame Billed Amount | Last Submit Dk

New Fecord added... |7-4-07 21:54:09

Ad

=T

Copy
Delete
Undo All

Save

Edit All

Find...

Print

rer LR

Close

i

When completed with the claim be sure to click Savihe right of the screen.
this claim for your next beneficiary or you may Adeew claim.
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Submitting Forms

PES allows multiple forms (a batch to be savedtdomission at the same time). All forms that
are saved with a status of R (Ready) will be ineliich a batch.

After completing all of the forms to be submittexda batch, close the Form window.

EEDS Provider Electronic Solutions
File Forms | Communication Lists Reports  Tools  Security

WJ|@ CLM

2. From the Main Menu, sele€@ommunication and
then Submission. The Batch Submission windo
displays.

Resubmission

‘iew Batch Response/335 ERAJI97s

3. Select the method to use when submitting the b
of claims from the Method drop-down list. Claim
can be submitted either through the Web server
(includes dial-up) or to a diskette.

4. Highlight the types of forms to submitighlighting Select All on Filesto Send and
Select All on Filesto Receive will ensureall requests are sent and all responsesare
received.

‘iew Submit Report
Wiew Communicakion Log

5. Click Submit. After submission, forms that were in R statud bal changed to F (Final).
Forms in a status of F will not be resent and cabealtered, but can be copied and
edited for future submissions. To remove old formB status, use the Archive feature.

EBatch Submission ﬂ

Submizsion

Method [{H0EEE=MS

Dizkette Drive I vI
Select All | Deselect All Select All | Deselect A1||

Files To Send R
270 Eligibility Request 277-Claim Status Response(z) S ubmit |
276 Claim Statuz Request 278-Priorduthorization Rezponze(s]

278 Pricrdutharization B equest MCPOP-FPharmacy Responze(z)

237 Dental 335-Electronic Remittance Advice

337 Institutional Inpatient 337 Acknowledgement|z]

337 Institutional Murzing Home B atch Submit Report[z]

337 Institutional Dutpatient 271-Eligibility Rezponze(s]

837 Professional b 277-Pended Claimz

MCPDP Pharmacy

MCPDF Pharmacy Eligibility -

Cloze
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Claims Submission Verification

1. From the main menu, select Communication and thew\Zommunication Log. The
Communication Logs window displays with a list eépiously submitted batches.

2. Select a batch to use and then scroll throughrifoemation to get “The External Batch

Number is: XXXX". Submission is successful.

EEDS Provider Electronic Solutions

File Forms | Communication Lists  Reports Tools  Security  Window  Help

H@ E'j.}H g Submission
Resubmission

Yieww Batch Response)d3s ERA/997s

Wiew Submit Report

Communication Log

Etummunicatiun Logs

Filename Creation D ate
40860842 FIv 327 03/26/2004
40860840 FIW 327 03/26/2004
40860839, F W 327 03/26/2004
40860838 F I 389 03/26/2004
40860836 F W 444 03/26/2004
40860829 F W 1933 03/26/2004

40360820, Fw 444 03/262004

09:42:43

039:40:05
03:33:40
03:33:51
03:36:52
032336

03:20:58

FILE 40860820.FIV 03/26/2004

Starting Submission Process.

Getting web =submission options.

Formatting 276 Claim Status Becquest batch.
Sending/Receiving batch transactions in progress.
CONNECTION USING WEE-SERVEER ON 3726/ 2004 AT 03:Z0:56.
Using MS Internet Explorer settings to conhect to internet.
Tploading files to Web Serwver.

uploading 276 Claim Status PBegquest File.

THE EXTERNAL EBATCH NUMEEE IS: SO0z

Tpload of the file was successful.

Submission successful.

1 |

09:2

=10l i

Print

Close

_ bim |
_ Coee |
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Modifying and Resubmitting Forms

PES allows the resubmission of an entire batcligirg portion of a batch. A batch may be
resubmitted exactly as it was or can be copiednaodified.

1. From the main menu, select Communication

EEDS Provider Electronic Solutions

then Resubmission. The Batch Resubmission windo Fie Foms [ communication Lists Reports Tools  Security
displays with a list of previously submitted batshe @' » A

PA

‘Wiew Batch Response/835 ERAS997s

2. Select a batch to use and then highlight thensla
within that batch to resubmit.

‘Wiew Submit Report
Wiew Communication Log

3. To resubmit the claims without changing thelhckdResubmit to access the Batch
Submission window. Otherwise, cli€kopy to replicate the forms. The selected forms are
placed with the current batch in R status to beeweed or edited.

If the batch was copied, do not attempt to uséRigubmission option to send the modified
batch. Use the Submission option instead.

[x

EBatch Resubmission

Rezubmizszion |

Ext Batch Descnphion Datesent Timesent

837 Institutional Murzsing Home 02403/2004

Bezubmit

Copy

]

Last Mame First Mame Billed &mount | Lazt Submit Dt

JOHM 24342004

Select All

Deselect All

i

Cloze
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Using the Edit All Feature

The professional and nursing home claim forms laavadditional option to modify the dates on
all claims in a batch. A user can modify all R (Bgastatus claims by clickingdit All on the

right side of the Form window and entering new datieservice and covered days (nursing home
claims only). To resubmit a batch after using tll BEll feature:

1. From the main menu, select Communication and tresuBmission. The Batch
Resubmission window displays with a list of pre\dlyusubmitted batches.

2. Select a batch to resubmit and clickpy on the right side of the window. Clitkes
when prompted to copy the batch.

3. Open the Form window (837 Professional or Nursitgnd form).

4. Click Edit All and enter the new information. Cli¥les when prompted to modify claims
in R status.

5. After making any other necessary changes, closEdhm window and use the
Submission option in the Communication menu to g¢bectlaims. Do not use the
Resubmission option after copying a previous batch.

2 Edit All X

=% Edit AlL

Help | e Help
From DOS {05/01/2005 From DOS |05/01/2005

To DOS [05/31/2005 To DOS [05/21/2008

d.

Covered Dayps/Units 3 4'

Close Close

Nursing Home Edit All Feature Professional EditPeature
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Viewing Responses

PES also downloads responses to submissions. A8@Yowledgement and a Batch Submit
Report are available for download about 30 minafesr each submission. To download
response files:

1. From the main menu, select Communication “fiz Forms | Commurication Lists Reports Tools  Security

and then Submission. The Batch Submission [@ ®" »  surissen
W|ndOW appears Resubrnission

Wigw Bakch Responsef§35 ERA[997S

2. The Files to Receive box contains the respons

Yiew Submit Repart

PES will report. Select the types of files to View Communication Log
download.

3. Click Submit. PES will connect to the server and download aalimg files.

Response files can be viewed from the Communicatienu.

» Select View Batch Response/835 ERA/997s to viewckmowledgement, electronic
remittance, claim status response, or eligibiktgponse.

» Select View Submit Report to review a Batch SulfR@port. A submit report contain a
count of the forms that were received and is carditon that the claims were processed.

E?iew Batch Response =10l x|

Filenarne ilezize Creation D ate Creation Time
w637 500000007 .EE?.[:E:FI.EIEI.?.F 2h. U3 19:53:01
v 594, 500000001 997 rzp.997.F 258 02/03/2004 19:52:01
w584, 500000001997 rzp.997.F 263 02/03/2004 19:52:01

997 BATCH RESPONSE

Transactions submitted successfully.

I3L*00%* *Oo* FZELF1000000002 *FZE2F500000001
S+T+00401+*000000038*0* P+ :~GI*FA*1000000002 *500000001%20031009%1518
~ATF*997*38001~AK1*HC*300000000~AK: *533 7% 100000000~ AK5Fa~A9%a+]1+F1+%]
E+*1+38~IELA*1*000000038~ =
——————————————————————— end-of—dummp————————mm Find

Print

dds

Cloze
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Batch Response Reports

Provider Electronic Solutions will download respes$o batch submissions. The following
response transactions are available from KMAP. Easponse is normally available approximately
30 minutes after the request.
277 Claim Status Response

The claim status report is only sent in respons®e2@6 claim status inquiry request.

278 Prior Authorization Response
The prior authorization response is only sent gposise to a 278 prior authorization request.

NCPDP-Phar macy Response
The pharmacy response transactions are sent yteephy of the NCPDP transactions
available in Provider Electronic Solutions.

835 Electronic Remittance Advice
The electronic remittance advice is only availabtequested on the Trading Partner
application. The 835 transaction is made avail&nelownload every Monday.

997 Acknowledgment
Batch acknowledgments are sent in response toAbe2Z6, 278, and 837 transactions. If
there is an error processing the transaction, #fec@ntains detailed technical data about the
error.

Batch Submit Report
Submit reports are created in response to theZZ&),278, and 837 transactions. The report
contains a confirmation that all transactions thate received were processed.

271 Eligibility Response
The eligibility response transaction is only sentdasponse to a 270 eligibility request
transaction.

277 Pended Claims

The 277 pended claims report is sent with the 8&mnic remittance advice. The 835
transaction only contains data about paid and derie@ms. The pended claims report
includes claims that have been received but hatpnocessed.
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Using PES Tools

PES has several options available for managingnmdton. These tools can help conserve disk
space, protect data, and make PES easier to use.

Database Recovery

PES has several tools available to maintain tHalgyeof the database. These options can be
accessed from theatabase Recovery submenu offools in the Main Menu.

Compact: When information is removed from the database gtigespace left that is no
longer used. The compact option deletes these fapsg the disk space.

Repair: The repair option attempts to validate the infoioratn the database. This option
is generally helpful when having trouble accessirigrmation. The feature may be used
at any time.

Unlock: Sometimes errors can cause the database to larkiation. The database
should be locked when submitting forms, archiviagifs, restoring forms, and sometimes
when adding or editing forms. If data is lockeamor, unlock to allow access.

Creating New Users

When logged on as an administrator, other usensxtsanay be created to help control
access to the PES application.

1. From the Main Menu, select Security Maintenancetaed Security.

2. Enter the new User ID and a password.

3. Select the security level for the user. Nonadmiaiste users can do everything
except access the Security menu.

4. Click Save.
5. Click Add and repeat the process to add additional users.

Changing Passwords
The logon password for PES may be changed at any ti

1. From the Main Menu, select Tools and then Changsward.

2. Enter the old password and then enter a new padsdware. Passwords in PES must
be between five and ten characters in length.

3. Change the question and answer if necessary. Téstign and answer may be left
the same.

4. Click OK. A message displays that the password has beetatpd
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File Download

When logged on to PES as an administrator, passforather user names may also be
reset. If a user forgets their password:
1. From the Main Menu, select Security and then Sgciaintenance.
2. Highlight the user and enter a new password irpdssword field.
3. SelectSave. The user will be able to log on with that passivand will be prompted
to change it.
Archiving Submissions

Archiving is the process used to keep the sizéefttaim lists small enough for it to be
useful, while maintaining historical records of feems into a compressed file and then
deleting them from the database. PES automatigalBs a reminder to archive old claims
every 30 days. To archive:

1. From the menu bar, select Tools, Archive, and tberate Note: Before running the
archive, verify that no other users are loggedromfanother workstation.

2. Highlight the types of forms to archiv®nly formsin an F statusthat meet the
days aged (specified by the user) will be archived. The filename defaults to the
current day’s date and a sequence number, butstrecan override this default.

Warning: Be sure to use the default file name or specigtilat does not already
exist. Additional forms cannot be appended to engsarchive files.

3. Click OK. PES will automatically compress the old forms detéte them from the
database.
Restoring Archives

To view a form that has already been archived ustfirst be restored from the archive.

Warning: If PES has been reinstalled, do not attempt timresn archive created prior to the
reinstallation. This could cause loss of data.

1. Select Restore from the Archive submenu. The Re$torms window displays.

2. Click Browse and locate the file in which the form was archived

3. Select the archived file and cli€pen. The field will populate with the archived file
name.

4. Click Next. A list of the types of forms in the archive vk listed.
5. Select the types of forms to restore and dhiekt.

6. Highlight the forms to be restored and cliekish. The selected forms will be copied
back into the current database.
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Restored claims will be placed in the Form Entrpdaw with Status A. These forms will be
deleted the next time an archive is created andwilbe re-archived. Archived forms may
be restored as many times as needed.
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Installing PES Upgrades

Periodically, upgrades may be required to imprdneduality of the application or to keep up
with policy changes. Bulletins are posted when pgrade is needed, follow the instructions
below to complete.

1. Click Tools from the Main Menu and seleGet Upgrades. PES connects to the KMAP
Web site to download the upgrade(s). Since theagegfiles are sometimes fairly large,
the download may take up to several hours deperatirte speed of the PC’s Internet
connection. Do not be concerned if the applicatienomes unresponsive for a period of
time.

2. Exit the application when the download is complete.

3. From the Start menu, select Program Files > KS PBfvider Electronic Solutions >
Upgrade.

4. Click Yesto accept installation. PES will expand the upgradbegin installing. Follow
the instructions.

5. Click Finish to complete the installation.

Note: When applying an upgrade in a network environmmalke sure all PCs that have
PES installed also apply the upgrade. This wilueashat all copies of the application
remain synchronized with the database.
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